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NATURE OF WORK

Thisisadvanced professonal personne management work in the examination and recruitment
program of the City's Human Resources Department. Employees in this classification are
responsiblefor performing specialized and difficult per sonnel management work relating totest
development and validation activities. Emphasis of the work is on development of position
gualifications and text content for specific classifications on an assigned project bass,
resear ching, developing and referencing test materialsfor variousexaminations, including those
in critical classes, and developing eligibility requirementsfor examination announcements.

Responsibilities include professional guidance to subordinate personnel in the screening of
applicationsfor examination digibility. Dutiesrequiretheexer cise of consider ablejudgment and
analytical ability in the application of selection theories, principles and methods, application of
consderable knowledge required for test construction, and ability to deal tactfully and
persuasively with departmental officials, employees, and the general public.

ILLUSTRATIVE EXAMPLES OF ESSENTIAL DUTIES

Reviewsemployment applicationsand evaluateswork history, education and training, job sKkills,
compensation needs, and other qualifications of applicants.

Test results, and other data pertinent to selection and referral of applicants.

Reviewsjob orders and matches applicants with job requirement.

I nformsapplicantsof job dutiesand responsibilities, compensation and benefits, wor k schedules
and wor king conditions, City and/or union policies, promotional opportunities, and other related
information.

Refers selected applicants to person placing job order (appointing officer), according to City

policy.

K eepsrecords of applicants not selected for employment.

Performsreference and background checks on applicants.

Preparesdigibility and referral listsof applicantsusingtest results, feder al preference standar ds,
and other pertinent data.

Conductsor arrangesfor sKills, intelligence, or psychological testing of applicants.

Evaluates selection and placement techniquesby conducting resear ch and followup activitiesand
conferring with management and supervisory personnel.

Performs classification and pay studies.

Performsrelated tasksasrequired.

KNOWLEDGE, SKILLSAND ABILITIES
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Considerable knowledge of general personnel management theoriesand principles.

Considerable knowledge of principles and procedures relating to public personne and merit
system administration.

Consderable knowledge of test validation and construction principles and techniques and
relevant sour ces of infor mation.

Knowledge of and ability to apply and inter pret statistical concepts and methods used in merit
system examinations processes.

Ability to acquire, rapidly, consderable knowledge of: City personne rules, work rules,
compensation plan, classfication plan, organization and functions of departments.

Ability to plan, conduct and completetest development pr oj ectseffectively, without supervision.

Ability to obtain relevant and completeinfor mation regar ding the knowledge, skillsand abilities
of various classesin the development projects, as assigned.

Ability to apply merit system and test validation and construction principles effectively.

Ability to develop test content and examination announcementsfor a variety of occupations.

Ability to complete necessary resear ch and apply analytical processeseffectively in completion of
statistical analyses assigned.

Ability to exercise good judgment in evaluating qualifications of applicants and applying rating
schedules.

Ability to interpret and explain recruitment and examination policies, rules and regulations to
department heads, supervisor s, employees and the general public.

Ability to administer critical written tests according to established policiesand procedures.

Ability to achieverapport and deal effectively and persuasively with the public, City employees,
supervisors and department heads.

Ability to communicate effectively and persuasively, both verbally and in writing.

PHYSICAL REQUIREMENTS

Must havethe use of sensory skillsin order to effectively communicate and interact with other
employees and the public through the use of the telephone and personal contact. Physical
capability to effectively use and oper ate variousitems of office related equipment, such as, but
not limited to, word processor, calculator, copier, and fax machine. No significant standing,
walking, moving, climbing, carrying, bending, knedling, some crawling, reaching, and handling,
stting, sanding, pushing, and pulling.

MINIMUM REQUIREMENTS
Graduation from an accredited college or university with a Bachdor’'s degree in

Industrial/Organizational Psychology, Human Resources, Public/Business Administration, or
related field and two (20 year s experienceperforming job auditsor developing and coor dinating
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employment selection procedures. Additional experiencemay substitutefor education on ayear-
for-year basis. DESIRES: Driver’slicense. Experience which demonstrates a knowledge of
personnel management, civil service systems, and test validation. Ability to develop, conduct,
and finalizejob analyses. Experiencein labor relations. Knowledge or experiencein recruiting,
satistical analyses, and communications (oral/written). Experience researching and resolving
employee and applicant problems dealing with irate individuals, thorough knowledge of
employment laws.

SUPERVISION RECEIVED

General supervision is received from a professional supervisor who confers on difficult test
development problems and reviews completed work for quality of professional resultsin test
development.

SUPERVISION EXERCISED

Directssubor dinateemployeesin the screening of applicants, prepar ation of announcementsand
processing of testsand related materials.

Rev. 11/98



